View Bills History
Open the Report

1. Click the User Status Wizard. Scan, paste, or type a user ID in the Enter User ID or Name
field. If you do not have the patron ID to scan, click Find User to display the Identify User
window.
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2. Use the vertical scroll bar to navigate to the Bills sectoin of the user record.
Click the Bills History button.
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View Bills History

3. The Bill History box

Circulation

appears. Click on the Download(CSV) button.
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4. Microsoft Excel is launched. Click the Open button to view the report.
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View Bills History

Format the

Report

1. Below is a view of the finished report in Excel before formatting.

File Edit ‘iew Insert Format  Tools Data  Window  Help
f& . - © . B .- % 3 ;%% _ ;o -0 - B 7 U & -0 - 4h
caarchiver CaFles- 85 . Bl z B, D EHS. B ===48]. i A- o
A |Z| f Sharks / created and written by John Bonnett YWexa.
A | B | ¢ | o | E | F | &6 | H [ 0 [ o [ w [ L |
1 |title itermid reason amountbillibalance  date library (payment rtype date amount ... repeats)
2 |Sharks fcf 2.5E+13 LOST 14.43 0 12804 FRUSHTO 1 CANCEL | 12714/04 14.43
3 |Sharksfel 25E+13 PROCESE 5 0 12804 FRUSHTD 1 CANCEL | 1214/04 5
4 |Gerbils. ¥y 2.5E+13 LOST 375 0 124804 FRUSHTO 1 CANCEL | 121404 375
5 |Gerbils. W 2.5E+13 PROCESE g 0 12804 FRUSHTO 1 CANCEL | 12714/04 g
B |Free atlas 2.58E+13 LOST 755 0 12804 FRUSHTD 1 CANCEL | 1214/04 755
7 |Free atlas 2.5E+13 PROCESS 5 0 124804 FRUSHTO 1 CANCEL | 121404 5
8 |Human bor 2.5E+13 OWERDUE 05 0 1141006 ROSEDAL 1 CANCEL | 11/28/06 0.05
9 |September 2.5E+13 OWERDUE 05 0 1141008 ROSEDAL 1 CASH 11/28/06 05
10 |Septernbel 2.5E+13 OWVERDUE 0.05 0 11/28/06 ROSEDAL 1 CASH 11/28/06 0.05
11 |The Might : 2.5E+13 OWERDUE 05 1] 272007 ROSEDAL 1 CASH 4524103 05
12 |Classic rar 2.5E+13 OWERDUE 05 1] 22007 ROSEDAL 1 CASH 4524708 05
13 |The terraris 2.5E+13 OWVERDUE 05 0 472707 ROSEDAL 1 CASH 4/24/08 05
14 [Human bor 2.5E+13 OWERDUE 05 0 42707 ROSEDAL 1 CASH 4524103 05
158 |Guinness + 2.5E+13 OWERDUE 025 0 541107 ROSEDAL 1 CASH 4524708 025
A6 |A light in tl 2.5E+13 OWVERDUE 0.25 0 5411407 ROSEDAL 1 CASH 4/24/08 0.25
A7 [Draw 50 by 2.5E+13 LOST 13.88 0 1141907 ROSEDAL 1 CANCEL 4524103 13.88
18 |Draw 50 by 2.5E+13 PROCESS 5 0 114207 ROSEDAL 1 CANCEL 4524708 5
18 |Draw 50 bn 2.5E+13 OVERDUE 3 0 472408 ROSEDAL 1 CASH 4/24/08 3
20 |Scary stor, 2.5E+13 LOST 10.86 0 1027058 ROSEDAL 1 CANCEL 11410 10.86
21 |Scary stor 2.5E+13 PROCESS 5 0 10/27/08 ROSEDAL 1 CANCEL 141410 5
22 |Scary stor,. 2.5E+13 OWVERDUE 3 3 141410 ROSEDALE
23

2. To format the "itemid" column, right click on the column heading and select Format Cells from
the pop-up menu. Select Number as a format, lower the Decimal places field to zero (0) and click

OK..
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View Bills History

3. To format the "amountbilled" and "balance" columns, right click on the column headings and
select Format Cells from the pop-up menu. Select Currency as a format and click OK..

-1 Microsoft Excel - sirsidynix. 1267740940729[1].csv

@ File Edit View Insert Format Tools Data  Window  Help Tvpe
. ©@. M., B %% %, -l -0 - B 7 U & 100% - 4h
caarchiver cofles- S L B =B, DR EES. B EE=4 . @ A- -,
D1 - f= amounthilled

A B | ¢ [ 6 [ H [ 1 [ J T K [ L
1 Jtitle itemid reason arnounthilled ‘balance jdate library (payment rtype date amount ... repeats)
2 |Sharks / ¢ 25000005416640 LOST 14.43 = B ot Cells HE
3 |Sharks / ¢ 25000005416640 PROCESS & of 1
‘1_GEfb\|S. Wy 25000002174853 LOST B 0 1 mumber | Alignment I Font I Border | Patterns I Praotection I
5 |Gerbils. ¥ 25000002174853 PROCESS 5 of 1 Category: ample
B |Free at las 25000005750535 LOST 7.55 of 1 ’—Samnunthwlled |
_7 |Free at las 25000005750535 PROCESS & of 1
8 |Human bor 25000005143117 OVERDUE 05 of 11 Decimal places: |2 5‘
9 |Septernber 2500000330978 OVERDUE 05 of 1 Symbol:
10 |September 25000003305783 OVERDUE 0.05 of 1 |$ j
11 |The MNight : 25000000175789 OVERDUE 05 0 Negative numbers:
12 |Classic rag 25000005537718 OVERDUE 05 0 =
13 |The terroris 25000008052506 OVERDUE 045 of 4 §1,234,10
14 |Human bor 25000006149117 OVERDUE 05 of 4 ($1,234.10)
115 | Guinness 1 25000005390414 OVERDUE 025 ol s ($1,234.10) [ |
B |A light in tl 25000001603255 OVERDUE 025 ol 5
7 |Draw 50 by 250000057216850 LOST 13.89 af
8 |Draw 50 by 250000057 21650 PROCESS 5 O 11 Currency Formats are used For general monetary values. Use Accounting
18 | Draw 50 bl 250000057 21650 OWERDUE 3 ol 4 Fformats to align decimal points in & columin.
EScary stor 25000007575070 LOST 10.86 af 10
21 |Scary stor 25000007575070 PROCESS 5 of 10
%Scary stor| 25000007575070 OVERDUE 3 3 1 o |
24

4. The "amount repeats" column is redundant, and can be removed by right clicking on the
column heading and selecting Delete from the pop-up menu.
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1 Jtitle itermid reason amountbilled balance  date library (payment rtype date

2 [Sharks / c| 25000005416640 LOST §14.43 §0.00 124804 FRUSHTO 1T CANCEL | 1241404
_3 |Sharks / ¢ 25000005416640 PROCESS $5.00 $0.00 124804 FRUSHTO 1T CANCEL | 1241404
(4 [Gerbils. ¥y 25000002174853 LOST $3.75 §0.00 124804 FRUSHTO 1T CANCEL | 1241404
5 [Gerbils. ¥ 25000002174853 PROCESS $5.00 §0.00 124804 FRUSHTO 1T CANCEL | 1241404
B [Free at las 25000005750535 LOST §7.55 §0.00 124804 FRUSHTO 1T CANCEL | 1241404
7 |Free at las 25000005750535 PROCESS $5.00 §0.00 124804 FRUSHTO 1T CANCEL | 1241404
8 [Hurnan bor 25000006149117 CWVERDUE $0.50 $0.00 114006 ROSEDAL 1 CANCEL | 11/28/06
9 [September 25000003309789 CVERDUE $0.50 $0.00 114006 ROSEDAL 1 CASH 11/28/06
A0 [September 25000003309789 CWVERDUE $0.05 $0.00 11/28/06 ROSEDAL 1 CASH 11/28/06
11 [The Might : 25000000179789 CVERDUE $0.50 §0.00 272007 ROSEDAL 1 CASH 4/24/08
12 [Classic rac 25000005537715 CWERDUE $0.50 §0.00 272007 ROSEDAL 1 CASH 4/24/08
13 [The terroric 25000006059506 CWERDUE $0.50 §0.00 472707 ROSEDAL 1 CASH 4/24/08
14 [Hurnan bor 25000006149117 OWERDUE $0.50 §0.00 472707 ROSEDAL 1 CASH 4/24/08
15 [Guinness + 25000006390414 CVERDUE $0.25 §0.00 511407 ROSEDAL 1 CASH 4/24/08
B [A light in tl 25000001603258 OWERDUE $0.25 $0.00 511407 ROSEDAL 1 CASH 4/24/108
A7 [Draw 50 by 260000057 21650 LOST §13.99 §0.00 1149407 ROSEDAL 1 CANCEL 4/24/08
18 [Draw 50 by 25000005721650 PROCESS $5.00 §0.00 1149407 ROSEDAL 1 CANCEL 4/24/08
19 [Draw 50 by 25000005721650 CWERDUE $3.00 §0.00 472408 ROSEDAL 1 CASH 4/24/08
20 [Scary stor 26000007575070 LOST $10.86 $0.00 10/27/08 ROSEDAL 1 CANCEL 141410
21 [Scary stor 28000007575070 PROCESS $5.00 $0.00 10/27/08 ROSEDAL 1 CANCEL 141410

2 [Scary stor) 25000007575070 OWERDUE $3.00 $3.00 141410 ROSEDALE
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View Bills History

5. Column widths can be adjusted by clicking and dragging after positioning the cursor between
two column headings

.1 Microsol

File Edit Wiew Insert Format  Jools  Data  window  Help Type 5 question for help = 10

M@ . @ . B, 5 %;%%. ol 10 - B I U e o0m . gk
camchiver CaFies~ % B =B, DEREE&S. B ===4. i A- -,
11 A il
A [ B [ C [ o [ E [T F [T & [ H T 1 T J

| 1 title itermid reasaon amountbil balance  date library (payment rtype date

| 2 |Sharks / created and written by John Bonn 26000005416640 LOST $14.43 §0.00  12/45/04 FRUSHTO 1 CANCEL | 12/14/04
| 3 |Sharks / created and written by John Bonn| 260000054 16640 PROCESSFEE $5.00 $0.000  12%/04 FRUSHTO 1 CANCEL | 12/14/04
| 4 |Gerhils. YWritten and illustrated by Arnald D 25000002174853 LOST $3.75 $0.00 124804 FRUSHTO 1 CAMCEL | 121404
| § |Gerbils. Written and illustrated by Amold D 25000002174853 PROCESSFEE §5.00 $0.00  12/6/04 FRUSHTO 1 CAMCEL | 12/14/04
| B |Free at last! : the story of Martin Luther Kir 25000005750535 LOST §7.55 §0.00)  12/4/04 FRUSHTO 1 CAMCEL | 12/14/04
| 7 |Free at last! : the stary of Martin Luther Kin 260000056750535 PROCESSFEE $5.00 $0.000  12%/04 FRUSHTO 1 CANCEL | 12/14/04
| 8 |Human body £ written by Steve Parker. 26000006149117 OWERDUE $0.50 $0.000 111006 ROSEDAL 1 CAMCEL | 11/28/106
| 9 [Septernber 11 : attack on America / by An 25000003309769 OWERDUE §0.50 $0.000 11/10/06 ROSEDAL 1 CASH 11/28/06
| 10 |Septernber 11 : attack on America / by An 25000003309789 OWERDUE $0.05 §0.000 11/28/06 ROSEDAL 1 CASH 11/28/06
| 11 |The Might sky / Robin Kerrad ; illustrated b) 260000001759789 OVERDUE $0.50 $0.00 20207 ROSEDAL 1 CASH 4424108
| 12 |Classic racing cars : Grand Prix and Indy / 25000005537718 OVERDUE §0.50 $0.00 27207 ROSEDAL 1 CASH 4124108
| 13 |The terrorist attacks of September, 11, 200 25000006052506 CWERDUE §0.50 $0.00)  4/27/07 ROSEDAL 1 CASH 4/24/08
| 14 [Human body £ written by Steve Parker. 25000006149117 OVERDUE $0.50 §0.00)  4/27/07 ROSEDAL 1 CASH 4/24)08
| 16 |Guinness warld recards. 25000006320414 OVERDUE $0.25 $0.00 51107 ROSEDAL 1 CASH 4724108
| 16 | A light in the attic / Shel Silverstein. 26000001603258 OWERDUE $0.25 $0.000  5A1/07 ROSEDAL 1 CASH 4124108
| 17 |Draw 50 buildings and other structures / Le 25000005721850 LOST $13.99 $0.000 11415407 ROSEDAL 1 CANCEL | 4/24/08
| 18 |Draw 50 buildings and other structures / Le 25000005721650 PROCESSFEE $5.00 §0.000 11415407 ROSEDAL 1 CAMCEL | 4/24/08
| 18 |Draw 50 buildings and other structures / Le 25000005721650 OVERDUE $3.00 $0.000 4724703 ROSEDAL 1 CASH 4724108
| 20 | Scary stories 3 © mare tales to chill your be 25000007575070 LOST $10.56 $0.00 10/27/05 ROSEDAL 1 CANCEL 111410
| 21 | Scary stories 3 - mare tales to chill your be 25000007575070 PROCESSFEE $5.00 $0.00 10/27/08 ROSEDAL 1 CANMCEL 111410
| 22 | Scary stories 3 © more tales to chill your be 25000007575070 OVERDUE $3.00 $3.00 1714410 ROSEDALE

Format the Report

1. Select Save As from the File menu. These are the default options displayed by Excel.

@ File Edit Wew Insert Formak  Tools Data  Window  Help

fg . 6. . B % Mt Anial 10 - B 7O D100 - g

caschiver CaFles~- 8 . B =@, DG EBE. B ===4. @@ A- -,

k1 - A

I S ave As K E3 E
L1 Jtitle Savein: () 6UDSIWGS Fl - - & > O B - Tools- (payrr
i Sharks / creg) sirzidynin. 1 2677408427921 caw 1o
% g};?hrt{lif\fcvr:t?. 3| %sirsidynim 267740940729[1 |csw Eg
5 |Gerbils. WWrith Hiskary HTO
B |Free at last! : HTO
7 |Free at last!: S HTO
.8 [Human body . DAL
19 |September 11 | My Documents DAL
10 |September 11 DAL
1| The Might sky m DAL
12 |Classic racing DAL
13 [The terrarist a Deskiop DAL
14 [Human body . DAL
15 |Guinness waor i] DAL
B A light in the — DAL
17 |Draw 50 build DAL
18 |Draw 50 build = DAL
18 | Draw 50 build 2= File name:

20| =l - | DAL
20 |Scary stories || My Metwork ™
21| Scary stories Flaces Save as ByPel |Cay {Comma delimited) (%, csv) j p— I‘ 0

z Scary stories 3 more Tales 1o chill your be 50000075 /20T OWERDUE =00 =00 TAIAT HOSEDALE
23
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View Bills History

2. Select a location in the Save In box. Name the file in the File Name box. Change the Save as
Type box to Microsoft Excel Workbook (.xls). Click the Save button to save.
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@ Ele Edit Yew Insert Format  Tools Data  Window  Help

TR, O, M, $ %% %, -0 - B 7 U - 100% - g

: A fArchive - CAFles 95 _ zE., Dl EE. H=E===4_ialA-| -,

K1 hd B
A | B [ C | o | E | F | ® | H

1 |title iternid reason amountbil balance  date library (paymer
_2 |Sharks / created and written by John Bonn 25000005416640 LOST F14.43 F0.000  12/604 FRUSHTO
3 |Sharks / created and written by John Bonn 250000054168640 PROCESSFEE $5.00 §0.000  128/04 FRUSHTO
i Gertils. Wiiten 0
%E:af”;t'l::{:tﬁﬂ Save in: I@' Deskbop j & £ & * Toals ~ g
_7 |Free at last! : th ) My Dacuments o]
8 [Hurnan body /w ﬁ, J My Computer L
9 |September 11 : Hiskary [ My Netwark Places hL
10 | September 11 : |2 4pps L
lThe Might sky / 5 |50 Unzed Desktop Shortcuts AN
12| Classic racing ¢ |2 UrsaPationPortal_files 1
13 |The terrorist att: | My Documents |5 UrsaStafPortal_fles hL
14 [Human bady / w hL
15 | Guinness world hL
6 A light in the att hL
17 [Draw 50 building hL
18 [Draw 50 building hL
19 | Draw 50 building hL
20 | Scary stories 3 - hL
121 |Scary stories 3 ROEIEE hL
22 |Scary stories 3 gé hLE
23 s = File name: i - I
A oy - uf Andrewsrmith,xls J Save
25 Flaces Sawe as bype: § [ ) Cancel
i 411.
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